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Purpose 

This job aid is to guide managers through the step-by-step process of how to add Behavioral Factors to a plan.  

Process Flow 

 

Procedure  

1. Log into the Talent 
Management System (TMS) 

 

 

 From any brower, type in https://talent.houstontx.gov. 

 

 The Talent Management System log in screen displays. Type in your 
Username and Password then click Sign In.  

 

 The homepage displays. 

2. Navigate to My Team  

 

 Click the My Team icon in the top main header. The Team Dashboard 
page displays.  

 

 In the left navigation pane, click Plans. The Plans page displays. 

 

• Log into 
the TMS  

Step 1 

•Navigate to 
My Team  

Step 2 
• View Team 

Member's 
Plan 

Step 3 

•Add 
Behavioral 
Factors 

Step 4 

Click Plans 

1. Type your 
Username and 
Password 

2. Click Sign In 

 

https://talent.houstontx.gov/
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3. View Team Member’s Plan 

 

 In the Direct Team Plans, under the Draft column, click on the number 1 
link next to the desired employee. 

 

 Under the Plan Name column, click the Plan Name that is in Draft status 
to view the plan details. 

 

Click Plan Name 

Click the 
number 

1 link 
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4. Adding Behavioral Factors  

 

 The Plan Details page. 

 In the 2-Behavioral Factors section, click Add Activity then Add 
Competency. 

 

 The Select Competency window displays.  

 The list of competencies corresponding to the desired competency group 
displays.  

o Behavioral Factors:  Select Behavioral Factors from the Behavioral 
Factors Competency Group. 

o Supervisor/Manager Factors: Select Behavioral Factors from the 
Supervisor/Manager Factors Competency Group 

*HAS employees can filter by domain 2800 

 

Click Add 
Activity > Add 

Competency 

Click the green, 
check box to 
the left of the 
desired 
competency to 

select it. 
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  The Competency Detail page displays. 

 Select the number 3 box for the Minimum Proficiency Level (Meet 
Expectations). 

 Click the Save button 

 

 The Add Activity to Plan confirmation message displays and the selected 
competency is added to the employee’s plan. 

END OF PROCEDURE • RETURN TO TOP 

 


